
 

Payment of Fees Policy 
 

National Quality Standard 
 
Area 7 - Governance and Leadership 
Standard 7.1 Governance 
Element 7.1.2 
 

Management Systems: Systems are in place to manage risk and 
enable the effective management and operation of a quality 
service. 

 

Children (Education and Care Services) National Regulations (2011 SI 653): 
 
Reg. 168 Education and care service must have policies and procedures 
Reg. 170 Policies and procedures to be followed 
Reg. 171 Policies and procedures to be kept available 
Reg. 172 Notification of change to policies and procedures 
Reg. 173 Prescribed information to be displayed 
s. 3A (Law) Paramount consideration – the safety, health, wellbeing, rights and best 

interests of children 
 

Links to the Child Safe Standards: 

 

Standard 1 - Child safety is 
embedded in organisational 
leadership, governance and 
culture. 

By ensuring the service remains financially 
sustainable and accessible to families, the policy 
supports a stable, well-resourced environment 
where children feel safe and cared for. Transparent 
fee practices contribute to building family trust and 
positive relationships. 

Standard 3 - Families and 
communities are informed and 
involved 

The policy promotes clear communication with 
families about fee expectations, invoicing, and the 
consequences of non-payment. This openness 
supports family involvement in the financial aspects 
of their child’s care and ensures families can make 
informed decisions. 

Standard 7 - Staff are equipped 
with the knowledge, skills and 
awareness to keep children safe 
through continual education and 
training 

The financial viability supported by this policy 
enables the service to maintain appropriate staffing 
levels and invest in ongoing training, qualifications, 
and supervision, all of which are essential to 
maintaining a safe environment for children. 

 



 

 

Related Policies: 
 

Governance, Management and Record Keeping Policy 

Complaints Policy 

Enrolment Policy 

 
Policy Statement: 
 
Adventure OSHC aims to provide an accessible and high-quality service by setting fair and 
sustainable fees. Fees are determined in accordance with our annual budget and approved 
by the Approved Provider to ensure the ongoing viability of the service. The service is 
committed to transparency, equity, and regulatory compliance in the setting, collection, and 
management of fees. 
 

Purpose: 
 

The Education and Care Services National Regulations require approved providers to have 

policies and procedures relating to the payment of fees and the provision of statements of 

fees charged by the service. This policy outlines Adventure OSHC's approach to setting, 

collecting and managing fees in a transparent and equitable manner. 

 

Scope:  
 
This policy applies to all families enrolled at Adventure OSHC, as well as staff and 
management responsible for fee administration. 
 

Implementation: 
 
Enrolment and fee agreement 
 

●​ Upon enrolment, families must read and sign a fee agreement as part of the 
Enrolment Form, confirming their understanding of and commitment to fee payment 
requirements. 

●​ The service operates as an Incorporated Association, and by enrolling, families agree 
to comply with the Association’s rules for the duration of their child’s attendance. 

●​ A non-subsidised admin/equipment fee of $17 per child is charged at the end of each 
term for children with active attendances (those who have attended more than 5 
times throughout the term). 

 



 

 
 
 
Child Care Subsidy: 
 

●​ CCS is paid directly to the service and applied as a fee reduction. Families must pay 
the gap between the service’s fee and the CCS amount.  

●​ The service is not responsible for determining eligibility or subsidy amounts. Families 
must: 

-​ Complete the CRN and DOB details within the service enrolment form for 
both the child and parent/guardian linked to the child for centrelink purposes 

-​ Ensure their Centrelink and MyGov details are up to date. 
-​ Confirm their child’s enrolment through MyGov.​

Provide accurate and complete information to Centrelink. 
●​ If CCS is delayed, disputed, or unavailable, families are responsible for paying full fees 

until resolved. 
●​ The service will support families by providing statements and information but is not 

an intermediary in subsidy disputes. 
●​ In the event of a dispute between Centrelink and the family, or the failure of 

Centrelink to make a payment of subsidy to the family, full fees are payable until 
such time as the subsidy is reinstated. 

●​ Absences and CCS: Families remain responsible for any gap fee applicable to 
allowable absences in accordance with Child Care Subsidy requirements. 

 
Bookings and Cancellations: 
 

●​ Bookings are only accepted once a complete enrolment form is submitted. 
●​ Two weeks' written notice is required to cancel a permanent booking or a fee 

equivalent to two weeks of care will apply. 
●​ To cancel a casual or permanent booking for a specific session, families must notify 

the service at least 24 hours in advance or incur a $15 late cancellation fee (session 
fee removed). 

●​ Absences should be logged via the Xplor Home app or by text message to the service 
phone. 

 
Service Closure: 
 

●​ No fee is charged while the service is closed over the Christmas/New Year period or 
on public holidays. 

 
Payment of Fees: 
 

●​ Invoices are issued weekly via email (to the primary carer only) and must be paid by 
the due date indicated. 



 

●​ Statements will clearly show all charges, payments, CCS entitlements, and 
outstanding balances. Families may request a copy of previous statements or receipts 
at any time. 

●​ Parents can view up-to-date account information or make payments at any time via 
the Xplor Home app. 

 

Financial Hardship 

Adventure OSHC recognises that families may experience unexpected financial 
hardship. Families are encouraged to contact the administration team as early as 
possible to discuss their circumstances. Where appropriate, the service may: 

●​ negotiate a temporary payment plan 
●​ consider short-term payment flexibility 
●​ provide information regarding Child Care Subsidy or other available 

supports. 

Every request will be considered individually. 

 
Debt recovery: 
 

●​ The service will take all reasonable steps to support families experiencing financial 
hardship, including offering repayment plans. 

●​ If fees remain unpaid and no repayment plan is in place, the child’s place may be 
suspended, and the account may be referred to a debt collection agency. 

●​ Families will be contacted at regular intervals if fees are outstanding and offered the 
opportunity to negotiate payment. 

●​ All families are encouraged to contact the admin team early if they are experiencing 
difficulty paying fees. 

 
Late Collection of Child Fee: 
 

●​ The hours and days of operation of the service will be displayed prominently within 
the service (Regulation 173). 

●​ The service operates within strict hours. A late collection fee of $15 per 15-minute 
block, per child applies after closing time. 

●​ The Approved Provider, or their delegate, may waive the fee in exceptional 
circumstances. (e.g., emergencies, traffic delays). 

●​ Repeated late collection without valid reason may result in the child’s place being 
reviewed or withdrawn. 

 
 
 
 



 

Methods of Payment: 
 

●​ Direct Debit - from your bank account or credit card to the Service’s bank account 
through the Xplor Home app. 

●​ Lump sum payments through the Xplor Home app. 
●​ BPAY (please request these details by contacting admin@adventureoshc.com.au) 
●​ The service does not accept any cash payments. 
●​ Families will be given a minimum of 14 days written notice of any changes to the 

way in which fees are collected (Regulation 172). 
 
Fee increase: 
 

●​ Fees are reviewed annually by the Approved Provider as part of the budget planning 
process. Fees are determined following consideration of the annual operating budget 
and service sustainability. 

●​ Where a fee increase is necessary, families will receive a minimum of 14 days’ notice 
in writing (Regulation 172). 

 
 
Confidentiality: 

Fee and account information is treated with strict confidentiality in accordance with privacy 
obligations. The service’s administration team has access to family account information for 
the purpose of managing invoicing, payments, and regular fee processing. 

The Coordinator, Nominated Supervisor, and Approved Provider may access account 
details as required to: 

●​ Assist families with fee-related enquiries, 
●​ Support families experiencing financial difficulty, 
●​ Manage debt recovery processes, or 
●​ Fulfil regulatory or legal responsibilities. 

Account and fee information will only be shared with the enrolling parent/guardian(s) listed 
on the child’s enrolment form, or with other parties as authorised by a court order or 
through written permission provided by the enrolling parent/guardian. The service complies 
with the Privacy Act 1988 and will not disclose fee-related information to any unauthorised 
person. 

Families may access their own account records at any time through the Xplor Home app or 
by request. 

 
 
 
 



 

Acknowledgement of Responsibility to Pay Fees: 
 
By completing the enrolment process, families acknowledge their responsibility to pay fees 
in accordance with the service’s Payment of Fees Policy. This includes awareness that fees 
are charged weekly, and that failure to pay may result in the suspension or cancellation of a 
child’s enrolment. Families also understand that unpaid fees may be subject to recovery 
action, and any associated costs will be the responsibility of the parent or guardian. 
 

Responsibilities 

Approved Provider 

●​ approves the service fee schedule 
●​ ensures compliant fee collection systems 
●​ ensures this policy is reviewed 

Administration Team 

●​ issues invoices and statements 
●​ processes payments 
●​ monitors outstanding accounts 
●​ communicates with families regarding accounts 

Coordinator/Nominated Supervisor 

●​ directs families to the administration team for account enquiries 
●​ supports families experiencing financial hardship where appropriate 

Families 

●​ ensure fees are paid by the due date 
●​ maintain accurate CCS details 
●​ notify the service of booking changes 
●​ communicate early if experiencing financial hardship 

 

 
 
 
 
 
 
 
 



 

Sources: 
 

●​ Education and Care Services National Regulations (2011 SI 653) 

●​ National Quality Standards 
●​ ACECQA policy guidelines - payment of service fees 
●​ Privacy Act 1988 
●​ Fair Trading NSW 

 

Version control created 11 April 2021 

Reviewed 17 April 2022 - No changes (GW) 

Reviewed 2 February 2023 - Minor changes (format, business name change)(GW) 

Reviewed 11 September 2023 - Minor changes (formatting), related policies added (GW) 

Reviewed 12 June 2024 - equipment and admin fees merged to be one 
Removal of late payment fees (GW) 

Reviewed June 2025 - Child Safe Standards added, slight change in format, rewritten to be more 
concise (GW) 

Reviewed June 2026 - Paramount consideration added, financial hardship section added, 
responsibilities added (GW) 

Next review June 2027 
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